
Chelmsford Diocesan Board of Finance 

Job Description 

 

Job Title: Assistant Diocesan Director of Ordinands 

 

Reports to: Diocesan Director of Ordinands 

 

Salary:                Equivalent to a half incumbent’s stipend plus £500 allowance 

 

  

Purpose Statement 

This is a half time appointment, assisting the Bishops, through the Diocesan Director of 

Ordinands, by working with men and women who are seeking to discern a call to ordained 

ministry and, where appropriate, preparing them for the national Bishops’ Advisory Panel. 

 

Reporting Structure 

For day-to-day work the Assistant DDO works directly with the DDO and, in respect of 

candidates works closely with the three Area Bishops who are the sponsoring Bishops for 

the Diocese.  The Assistant DDO has no direct reports but has access to administrative 

support from the part time administrator based in the Chelmsford office. 

 

Nature and Scope 

The Diocese of Chelmsford is a large, vibrant and changing diocese covering five East 

London Boroughs and the County of Essex, including the unitary authorities of Southend and 

Thurrock.  The population of the diocese is exceeds 3 million people and is expanding 

rapidly.   

 

In Transforming Presence we have set out a vision and strategic priorities for the diocese.  

This includes our vision and desire for a flourishing of vocations to lay and ordained ministry 

representing the full diversity of the population we serve.  Our ordination numbers have 

been increasing consistently since 2011 and our DDO team has been has been expanded to 

support this growth. 

 

This role is one of two Assistant DDOs.  It is a part time post based in the Barking Episcopal 

Area (but serving the whole diocese) and holds a particular responsibility for fostering 

vocations amongst the BAME community.  It may be held as a standalone employed position 

or in combination with a part time ecclesiastical office. 

 

Principal Accountabilities 

 

1. The Assistant DDO will work with a selected number of candidates passed on by an Area 

Ordination Adviser, after they have been formally referred by the parish priest. 
 

The task will include interviews, managing developmental work, maintaining files, 

writing reports, sponsoring papers and letters as needed, preparing candidates for 
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Bishops’ Advisory Panels and managing their progress to the Panel. A key 

responsibility is the work of discernment which the Assistant DDO carries out with 

each individual candidate following an established Diocesan Discernment process. 

The Assistant DDO is expected to advise the Bishop as to who should be sponsored 

for a Bishop’s Advisory Panel (BAP) or not. 
 

2. The Assistant DDO will work with candidates from across the three Episcopal areas.  
 

3. The Assistant DDO will attend the three meetings of the Diocesan Ordination Advisory 

Committee (DOAC) which take place each year, meetings of the South East Region DDOs 

(2 a year) and national meetings for training and briefing arranged by the Ministry Division. 
 

4. The Assistant DDO will also be expected to be involved in the work of encouraging and 

promoting vocations to ordained ministry, including speaking at deanery meetings and 

preaching in parishes and Deaneries as appropriate and where this can be combined with 

parochial responsibilities. 
 

5. The Assistant DDO will attend regular meetings with the DDO, who is based in 

Chelmsford, and will work with him on the handling of candidates – being expected to work 

with no more than 16 candidates at any one time.  
 

6. The Assistant DDO will have a particular role addressing the specific Diocesan priorities 

of planning, implementing, and delivering vocations initiatives to encourage and support 

vocations among Black, Asian, and Minority Ethnic Anglicans  

 

7. The Assistant DDO will be involved in the two annual residential weekends, preparing 

candidates for Bishops’ Advisory Panels, and in the annual meeting of the Bishop of 

Chelmsford with ordinands 

 

8. Undertake such other reasonable duties as may be required by the DDO 

 

 

Key Relationships 

 Candidates 

 Bishops and their Area Ordination Advisers 

 Theological Education Institutions and Ministry Division 

 Colleagues in the Finance and Mission and Ministry teams 

 

Person Specification 

The person appointed will be: 

1. A priest in the Church of England with experience of more than one context or 
tradition. 

2. A prayerful and mature Christian disciple with gifts of discernment, wisdom and 

communication. 

3. Experienced in working with people one-to-one, especially in vocational discernment  

4. Able to work alone (eg in selection interviewing) and collaboratively as part of a team 
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5. Able to hold the strategic ministry needs of the institutional in creative tension with 

individual vocational discernment 

6. Able to give direct and accurate feedback and guidance to candidates and bishops 

7. Able to build trust and work positively with ordinands, clergy and parishes across all 

church traditions 

8. Skilled in the leadership of task groups, including volunteers 

9. Experienced in managing a small team 

10. IT proficient, able to competently use standard office applications and able to manage 

complex administrative processes with pastoral skill, technical detail and awareness of 

issues concerning confidentiality and legality 

11. Willing to work with candidates and vocational opportunities during evenings and 

weekends as required 

12. Able to travel to parishes across the diocese, theological colleges and courses. Full 

UK driving licence and access to private transport1. 

13. Based in the Barking Episcopal Area (desirable)  

 

Notes (further particulars of the role) 

 

Vocational Assessment 

 

1. Interview candidates for all categories of ordained ministry (and spouses where 

appropriate) over a sustained period (could be from 6-18 months), setting and 

supervising appropriate tasks (reading, writing, further parish experience, placements, 

etc).    

 

2. Prepare sponsoring papers where appropriate to the high standard expected by both 

the Ministry Division and the Diocese of Chelmsford. 

 

3. Keep comprehensive, appropriate, up-to-date records (on files and computers) for 

each candidate, with support from the PA to the DDO. 

 

4. Advise the appropriate Area Bishop about the suitability of candidates for sponsorship 

to Bishops’ Advisory Panels (BAPs). 

 

5. Liaise with the Ministry Division and candidates about BAP dates and venues, and 

debrief candidates following their attendance at a BAP. 

 

6. Advise candidates with regard to suitable training pathways in preparation for 

ordination in consultation with the DDO and the Area Bishops.  

 

Vocational Awareness and Personal Development 

 

                                              
1 This is an essential requirement excepting in cases where the (prospective) post holder has a disability under 

the terms of the Disability Discrimination Act, where a reasonable adjustment could be accommodated.  
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1. Keep abreast of theological education and developments in training through liaison 

with the Ministry Division, theological institutions, and the national network of DDOs. 

 

2. Brief Area Bishops as necessary regarding vocations issues, candidates’ progress, and 

any other information that might be apposite.  

 

3. Attend meetings with the DDO, DOAC meetings, and the national bi-annual DDOs’ 

conference and other training days as required.  

 

4. Preach about vocation across the Diocese, visiting parishes, deaneries, etc. as invited 

and where possible in line with other commitments. 

 

Key Relationships 

 Candidates 

 Bishops and their Area Ordination Advisers 

 Theological Education Institutions and Ministry Division 

 Colleagues in the Finance and Mission and Ministry teams 

 

Person Specification 

The person appointed will be: 

Essential  

14. A priest in the Church of England with experience of more than one context or 

tradition. 

15. A prayerful and mature Christian disciple with gifts of discernment, wisdom and 

communication. 

16. Experienced in working with people one-to-one, especially in vocational discernment  

17. Able to work alone (eg in selection interviewing) and collaboratively as part of a team 

18. Able to hold the strategic ministry needs of the institutional in creative tension with 

individual vocational discernment 

19. Able to give direct and accurate feedback and guidance to candidates and bishops 

20. Able to build trust and work positively with ordinands, clergy and parishes across all 

church traditions 

21. Skilled in the leadership of task groups, including volunteers 

22. Experienced in managing a small team 

23. IT proficient, able to competently use standard office applications and able to manage 

complex administrative processes with pastoral skill, technical detail and awareness of 

issues concerning confidentiality and legality 

24. Willing to work with candidates and vocational opportunities during evenings and 

weekends as required 
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25. Able to travel to parishes across the diocese, theological colleges and courses. Full 

UK driving licence and access to private transport2. 

Desirable  

 

26. Based in the Barking Episcopal Area  

 

Outline of terms and conditions 

 

Responsible to: Diocesan Director of Ordinands (DDO)  

 

Salary:  Equivalent to a half incumbent’s stipend plus £500 allowance 

 

Hours: This is a part time role equivalent to half a parish post, i.e. approximately 3 

days per week.  There is a reasonable degree of flexibility for time 

management, but a commitment to working in the evenings and at weekends 

is expected (for which you should take appropriate time off in lieu). 

  

Location: This role is based at your residence.  You will however be expected to travel 

to the Diocesan Office, Bishops’ Offices and other locations around the 

diocese, and sometimes beyond. 

 

Pension: Enrolment in the Church Workers’ defined contribution scheme (a non-

contributory scheme with an 11% contribution by the Board); or where the 

role is held in conjunction with an ecclesiastical office, enrolment in the 

Clergy Pension Scheme. 

 

Annual leave: Half a full time allowance – exact arrangements depending on whether the 

role is held in conjunction with an ecclesiastical office. 

 

Probationary  3 months 

period: 

 

Notice period: 3 months 

 

Expenses: Working expenses are paid at the Diocesan rates 

 

Contract: The contract of employment will be with the Chelmsford Diocesan Board of 

Finance 

 

Linked appointment The role may be held in conjunction with an ecclesiastical office, in which 

case the postholder will have a Statement of Particulars covering the 

parochial role plus a contract of employment for this role. 

 

Right to work: The post-holder must have the right to reside and work in the UK 

 

Pre-employment  Satisfactory DBS and all relevant checks required for a clergy appointment.  

Checks: 

 

 

                                              
2 This is an essential requirement excepting in cases where the (prospective) post holder has a disability under 

the terms of the Disability Discrimination Act, where a reasonable adjustment could be accommodated.  


